
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA H¡GHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls
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Command:

rq+
Division:

t-S G,R-îÑÐPJ
Number:

Evaluated bv:

f-la-LLA A¡¡b,ur-EoÐ
Date / /

q /s9 /r2
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legalstatues, or deficiencies noted in the inspections shall be commented on via the "Remarks" seclion. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s)taken. lf this forrn is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

tr Division Level flCommand Level

E Of¡ce of lnspections n Voluntary Self-lnspection

Lead lnspector's Signature:

7/r¿,Á- f ' fi^¿,^--'v h
Follow-up Requ.ired:

E ves B ¡lo ! foltow-Up lnspection ^^;z'n
For applicable policies, referto State Administrative
Manual (SAM), HPM 11.1, Chapter4,andHPM11.2,
Chaoler 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preparinq collections?

S ves INo nvn Remarkç:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
recêivino and oreoarino collections?

$ v"' ! tlo E N/A Remarks: O9Sl-
.\es*- )E,sc-eÀ\¡l-E9

3. Does the command have adequate separation of
duties for collections received? M v", l-l trto E ruln Remarks:

4. Does the command have adequate separation of
duties for the cash receiot orocess? úY". I-l trlo l-l Nla Remarks:

5. ls access to the safe and/or vault appropriately
restricted? É v". l-l ¡to lllvn Remarks:C4:x{ ì30X

!ru0to the safe and/or vault and when changes in access
occur?

Xves fl N/A Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

n Yes I t'¡o ,Ér,o
Remarks:

8. ls the safe securely anchored to the building?
l-l Yes l-l ruo IX N/A Remarks: $ 6 6lçV

9. Are weekly transmittal reports prepared in
accordance with departmental policv? É y"t lNo [l ru¡n Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered bv the report?

Sves ! tlo E ru¡n Remarks:
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STATE OF CALIFORNIA
DEPARIMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

11 . Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVRepdrl

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subpoena.

f ves I Irlo ! N/A Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? D{ v"t l-.1 trlo l-l t'ya Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? flv"" l-l l.lo l-l ru¡R Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? Fl Yes tr Itlo l--l vR Remarks:

'1 5. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? .l-'lves l-l tlo M ruin Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

M v"" I ¡.lo nvn Remarks:

17. ls sales tax added to items that are not for resale?
l-l Yes l-l l.lo Mvn Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical seouence? M.v"" l-l Irlo l-l ru¡n Remarks:

19. Were transfers of counter receipt books/ceftificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equioment?

! Yes INo S.r.un
Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? EtY"" [] lvo l-l N/A Remarks:

21. Are the CHP 264,PeTly Cash Replenishment
Requests, completed at least monthly if over $19.00,
quarterly if under $10.00, and on June 30 of eaôh
fiscal vear?

fl Yes .M*" E ruln

22. ls the CNP 264 properly authorized?
Hv"t l-l ¡lo l-l ru¡n Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

Sv"= ! t¡o T N/A Remarks:

¡59 Ci{Áú-St-€t -r*{+Ä
24. ls there documentation to support periodic reviews of

petty cash and change funds performed by the
commander or desionated oerson?

Mv"" I t¡o X ru¡n Remarks:

A*-t\.< r.\wt-lCJ
25. Are overages and shortages ofthe petty cash

funds reported to Fiscal Manaqement Section? l7[v"s l-l ruo l-l ¡l¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes l-l tlo Mvn Remarks:.pc Lþl{pLf f.*t-

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

S.ves nNo ! ru¡n Remarks:

28. Are all petty cash purchages under $50?
lFlYes l-l No l-l ru¡n Remarks:

29. ls petty cash used to purchase prohibited items?
l--lYes #ruo l-l ru¡n Remarks:

30. Did the command circumvent the dollar limitation by
splittinq the purchase? l-l Yes Hruo [-l vn Remarks:

31. ls a petty cash custodian designated by the
commander? lflv"t l-l l',lo l-ì ru¡n Remarks: oJ Ér-Ø

CHP 680G (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

COMMA.ND,INSPECTION PROG RAM- --- ---
EXCEPTIONS DOCUMENT

Command:

DGIF
Northern Division Chapter: 4

lnspected-by:----- ,'

OSSl Marla Anderson, #A3480
[Jale

09t29t2008

INSTRUCTIONS: This document shall be typed, Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
pectio lnspectio¡ number. 'LJnder "F e ume¡t .

and it dócümênt shãll bélut¡l¡zed to in ,

. ntified reclivê action plans, an-d may .a be used if
Sfequ . "i:":" ':: 'ji::rn::i" "1:i: :'

None

Cornmand Suqqestions for Statewide lmprovement:

None

lnsoector's Findinos:

During the Chapter 4 lnspection, the inspector found that DGIF was not in complete compliance with
policies and procedures as outlined in HPM 11.1, Chapter 4 and HPM 11.2, Chapter 2 related to the
submission of the CHP Form 264 on a monthly basis when petty cash receipts exceed $10.00. lt has
been determined that the CHP 264 has prepared in accordance w¡th policy at the end of the fiscal year
and when replenishing funds.

CHP 6804 (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL. .COMMAND INSPEETION PROGRAM-
EXCEPTIONS DOCUMENT

Page 2

Commander's Response:
The commander has ensured that the quafterly petty cash audits have been conducted and all monies
have been accounted for, To ensure compliance with submitting the CHP form264 on.a monthly basis,
when receipts exceed $10,00, a s:uspense has been created to bring this to the attention of the OSSI
and the Facility Commander.

lnspector's Comments:

None.

Corrective action to ensure compliance with submitting the CHP 264 on.a rnonthly'basis has been
accomplished. This was done immediately upon becom#äware of the defioiency.

CHP680A (Rev. 09-oB) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

".GOMMAND INSPEGTION PROGRAM --- _.

EXCEPÏIONS DOCUMENT
Page 3

uommand: D¡V¡s¡on: Chapter:
.DGIF tvorIner

lnspected by:

OSSI Marla Anderson, #43480
Date;

09t2912008

Review/Decision: ffhis shalt be the onlv level of appeal\.

Signature (for appeal):

CHP 680A (Rev 09-OB) OPI O10



Lølt2/2øø9 l-3: L7 5384735183

SIATE OF CAIjFORNIA
DÉPAR1MENÎ OF CAIFORNIA TiIGI{I¡iÂY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

CHP hIILLIAMS AREA PAGE Løl1.8

cômmând:

Wlliams Area
ttr'vigiol:
Noilhem Divi$íon

unspret
4

lnspeêtôd by:

Bettina L. Oldham
DelE:

11121t2008

INSTRUCTIONS: This document shall be typed. Check approprlâte boxes as necess¡try, or fll in the btanks as indiceted, Enler the chapler
numb€r of the ircpêÇlion in the Chapter lnEpeaion nurnber, Under "Foftratd to:' enter the next level of commend where he document
shall be routed to and its due date, This dooJrîent shall be utilieed lo document innovative prac,ilces, suggestions for stats$ride
improvement, identified deficiencies, correctlre action plans, and may be used to eppeal findings, A CHp¡1 Memorandum rnay be used if

TYPE OF INEPECIION

E DMsion Level frfl cornmand Level

Ë Executive Ofrice Level

fl Correctíve Action Plan lnoluded

E nppeallnctudect

E Rttactrm€ntE tnctuded

Follow-up Required:

. EYes E¡¡o q=-\/\r\-/\ /f nloq

lnSpeôtiOni iii.ì¡ìrrj'ir ,,:'r,',*ir,;i1, ¡¡;¡,.¿.:t¡. 1',i-',i:r,1:/[^i:,

s Cornments arding lnnovative Practices:

Fiscal Controls: Area does have an on site safe and/or vault. Memorandums fot cash shortages are
prePared as necessary.

ÇHP 6EOA (RéY 09{t) OPI 010
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STATE OF CAIIFORNIA
DEPARÎMENT OF CqUFORNIA I{IGIIWAY PAÍRCL

COMMAND INSPECTION PROGRAM
EXCEPÏIONS DOCUMENT

Page 2

CHP |¡IILLIAMS AREA PAGE 1_ 1/ L 8

Çofnmand:

\Mlliarns Area
Divigiôr'l:
Northem Dtuision

C$eplor:
4

rnsp€neo 0y:

Bettina L, Otdharn
patB:

02t2112008

Commander's se:

Al fiscalcontrols are be¡ng conducted in accordance with Departmental policies and procedures.

I S

I concur.

CHF ô60F [Rsv. 09-00) OPI or0



1,ø11,2/2øØ9 L3:1-7 53ø4735L83

STATEOF CåLIFORT¡IA
DEPAHIMENT OF CALIFORNIA HIGIî¡ÍAY PA]ROL

COMMAN D INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

CHP I.IÏLLÏAMS AREA PAGE 1,2/1,8

(]ommen6:

\Mlliarns Area
urvtSr0n:
Northem Dlvision

qraÞrer:
4

lnspocled by:

Bettina L. Oldham
Dato:

11t21t2008

ehell be the onlv level of

cHP 6é0a (R.{. o€.oE) êFr 01ô
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

the'rFollow,up,lnspectiori':box,shali ,bè maÍked'and only deficient,iterns'need to,be're

Page

Command:

Reddinq Area
Divis¡on:
Northern

Number: 135

.Evaluated by:

Serseant Mark Garcia
Date:

11t12108
Assisted by:

Dorothv'Romeo
Date:
11112108

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers,'or fill in the blanks;as indicated. Any discrepancies with policy,

applicable legal stâtues, or deficiencies noted in'the inspections shall be:commented.on via the "Remarks" section, Additionafly, such

aiscrepancieã and/or deficiencies shall be docurnented on an:Exceptions.Document and addressed to the next level of'cominand,

Furthermorre,.the memorandum shall include,any-follow.up.and/orcorrective action(s) taken, lf this form is used as a Follow-up lnspectìon,

TYPE OF INSPECTION

n Division Level X command l-evel

! Of¡ce of lnspections n Voluntary Self-lnspection

lnspectorls Signature;

R€. sff caPcll!

'Follow-up'Req'uired :

I Yes X ttlo E'Follow,Up lnqpection

Date:
11t13t08

For applicaSls.policies, refer to State ¡rdministrative
Manual (SAM), HPM 1 1 .1, Chapter 4, and llPM 11.2,

Chaoter.2.
1. ls management actively involved in reviewing and

approvíng paperwork related to receiving and
preparinq collections?

X Yes E Irto ! N/A Remarks:

c fìnaå lha,namriänr{-harza:Qfánr{ard llnerafinn

Procedures (SOP) to provide necessary guidelines
for overall management and'accotlntab'ility of
receiVinq and preOarin.q collections?,

n Yes XNo n ru¡n Remarks: Area personnel follow
policy contained in HPM 11,2,
Chapter 2.

3. ,Does the command have'adequate separation of
duties for collections lieceived? lX Yes l-l ruo l-lrun Remarks:

4. Does the command,have,adeguate separation of
duties'for the cash ¡s6sipt-prooess? Xl Yes l-l I'to I-l ll¡n RemarkS:

5. ls access to the safe andlor vault,appropriately
restricted? n Yes INo X ru¡n Remarks: Redding Area does not

hàve a safe or vault for our
colleôtions or'change fund, The Area
uses two lockeil,drawers thát contain
locked Petly Cash and locked
Collections:boxes,

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

E Yes XNo T N/A Remarks: Redding Area does not

have a safe or vault. Clerioal staff
has access to the locked PettY Cash
and.Collections drawers, A duplioate
set of kqys is in the Sergeants' lock
box.

7. Was the lock combination'changed when an excess
number of employees were.aware of the
combination, transferred out of the Area, or no longer
requires access?

fl Yes n ¡¡o X ru¡N Remarks: The key is avallaþle to the
clerícal stâff and there is no
combination look to change.

B. ls the safe securely anchored to the building?
fl Yes INo X ¡l¡n Remarks: Redding Area does not

have a safe for the Collections or
Chanoe funds.

9. Are weekly transmittal reports prepared in

accordance with departmental policy? X Yes [] ¡lo T N/A Remarks:

CHP 680G (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PAÏROL

INSPECTION PROGRAM
Chapter4
FiscalControls

10. ls the weekly transmittal reporl(s) submitted to Fiscal
Management Section (FMS)within five working days
followino the'week covered bv the repoit?

X Yes !No I ¡l¡n
Remarks:

1 1. Does the cornmand submit the following forms
with the weekly transmittalwhen applicable?
(1,) CHP 265,.Sale of Discarded TireslJunk

Batteries/U sed :Rotors.
(2) CHP 36,,EvidencelProperty ReceipVRepoft

(Unclaimed'PropertY).
(3) STÐ 634, Absence.and AdditionalTime Worked

Report, for jury duty.
(4),CHP 221, Malicious Damage.Report.
(5) ChlP 464,.Traffic Control Cost Estimate -

Advance'Deposit.
16) Civil subooena.

X Yes nNo frun Remarks:

12. ls a rnemorandum'for cash shortages prepared if
necessary? n Yes nruo X:n¡R Remarks: None were required during

this ratino period.

13. Does the eommand ensure the information written on
the counter,feceiÞt is complete and legible? X Yes l-] l.lo l-l t'lin Remarks:

14. Wa's a counter receipt issued'for each witness fee
danncìf ronoirrad? -X-Y-es l-l lrlo f-'l ru¡a Remarks: A copy of the'witness fee

-s ubpoena-iszlso-attachedlo-the----
Counter Receipt.

15. Was a countglreceipt issued for.each movie,
wide-load, and special bvent detail(s)? X Yes l-l lrlo l-l N/A Remarks:

16. Was each counter receipt issued,for each sale,
iniluding thesale oT discardqd:tires, junk batteries,
used rotorò. and other cash received?

X Yes nNo n ru¡n Remarks:

17. ls sales tax added to items that ar:e not for resale?
X Yes nruo l-l ru¡n Remarks:

18. Ar,e aflcounler leceipts pre-numbered and issued in

numerical sequence? X Yes l-l ruo l-l N/A Remarks:

19. Were transfers of counter receipt books/oertificates
between field commands reported on a CHP 2664,
Credit Memo -,Non- Equipment?

X Yes X tlo X N/A Remarks: No transfers were done
during this rating Period.

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? n Yes I t'lo X ru¡n Remarks: Thls form is not used at

the Command level.

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal Vear?

X Yes nruo n N/A Remarks: ACHP 264 was comPleted
on June 27,2007, due to the
weekend.

22. ls the CHP 264 properly authorized?
X Yes l-l No E N¡n Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes INo Ivn Remarks:

24. lsthere documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes n ¡lo E N/A Remarks: The Commander reviews
the CHP 264 and quarterly audits and

CHP 680G (Rev 09-08) OPI 010
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STATE OF CALIEORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter-4
Fiscal'Controls

:ooo audits are also conducted.

25. Are overages:and shortages of thetpetty cash
funds :repor'ted {o :FiscaI 'Management. Section? X Yes llllo [] ru¡N Remarks:

.26. .Were cha¡ge Tunds ,useddo cash,checks, trnoRey

orders or cashierltravelers checks?' [l Yes X trlo N N/A Remarks:

27 . ,Are.change:funds'over.$100 and petty cash funds
.over'$200'kept,in .a safe, vault,,,or:money chest
adeq uate to,safeq uatd .cash?

X Yes nruo tr N/A 'Remarks: The funds are kQpt in
locked chesISìin,locked drawers.

2ß. Are all :petty casþ'purchases under $50?
n Yes XNo n ru¡n

29. ls pelty cash,used:to,purchase prohibited items?
[l Yes X.l.lo [:lulR ,

'30. Did.the command ci¡:cumvent the dollar'lirnitation by
splitting the'þurchase? l Yes X lvo E.¡lrR, Remaiks:

31 . ls'a,petty cash,custodian designated 'by the
comrnander? X Yes l-l trlo l-l Nn

CHP 680G (Rev.09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

additional space is requi

Command:

Reddinq
Division:

Northern
Chapter:

4
lnspected by:

OSSI Dorothv Romeo
Date:

1111212008

:=--:=:-:=-::::::::::::= -::-_.:-:=:::::::--::-=::::= --:::-=::
INSTRUCIoNS: This document shall be typed. check appropriate boxes as necessary, or fill in the blanks as indicated' Enter the chapter

number of the inspection in the chapter lnspection number. Under "Forward to:" enter tÍre next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices' suggestions for statewide
,improvement, identifted deficiencies, corrective;"düñ;, án¿ may ¡ã usáo to appealRnàings. A cHÞ 5'1 Memorandum may be used if

! Corrective Action Plan lncluded

n Appeal lncluded

! Attachments lncluded

TYPE OF INSPECTION

n Division Level X command Level

! Executive Office Level

Date:

\\li\3lor
Commander's Signature:Fonrvard to:

Northern DivisionFollow-up Required:

n Yes X t'lo

s Comments arding lnnovative Practices:

None.

None.

Area Command procurement practices were found to be in compliance with the inspection

checklisVdepartmental PolicY'

CHP 680A (Rev. 09Ð8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Reddins
Division:

Northern
Chapter:

4
lnspected by:

OSSI Dorothv Romeo
Date:

11t12t2008

Commander's R SE:

ln s Comments:

CHP ô804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Reddino
Divis¡on:

Northern
Chapter:

4
lnspected by:

OSSI Dorothv Romeo
Date:

11t12t2008

I Review/Decision: shall be the onlv level of

CHP 6804 (Rev. 09-08) OPI 010

rnatlfB:

ü lÚf,,r1lð tl*ß- o(
Date:

Responding Commqtder's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DE¡IARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

CHP MOUNT SHASTA PAGE ø2/ø7
-l.a-l^l¡¿¡r {o 1J1""-5;'.o- bti .{7T- (r(rtrtt"rdÀ ortt f{'rÖ'ot!q3

Page 1 of3

uommãno; 14Þ

Mi. Shasta
utvtstoni

Northern
l{umÞef:

Evâluátêd by:

Sqt. Annie Garcia. #14578
Det6:

1111212008
Assisted by:

Jane Decker, #49484
Date:

11l12l2olE

INSTRUCTIONS: Answer individual items wlth Yes' or "No" answers, or flll in the blânks as indicated. Any disr;repancies with policy,
applicable legal statues, or defciencies noted in the inspections shall be commented on via thê "Remarks" secti'rn, Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of comrnand,
Furlhermore, the memorandurn shall include any folfow-up and/o/ conective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Followup lnspection" box shall be rnarked and only deficient itemç need lo be r+inspected.

l.fPË oÉ tñSPEcTtoN

! Division Level E Command Level

I Otfice of lnspections E Voluntary Setf-lnspection

Load lnspoc{ois Signature:

*t'lÕ78
Follow-up Required:
! Yes X ¡,to Ú Follow-Up lnspection

"ïr/, 
a /"b

Forapplicable policies, refer to State Adrninistrative
Manual (SAM), HPM'l 1.1, Chapter 4, and HPM 11.2,
Chapter 2.

1 ls management actively involved in rev¡ewing end
approving paperuork related to receiving and
oreoâri no collections?

ffi yes I ¡lo nNn Remarlcs:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall managernent and accountability of
receíving and preparinq collections?

E Yes I t'to E ru¡n Remarlcs: Area manages collocìions
perHPM 11,1,

3. Does the command have adequate separetion of
duties for collections received? R Yes l-l ¡,to I-l un Remarks:

4, Does the command have adequate separation of
duties for the cash receiot þrocess? R Yes f-'l t'lo l-'l ¡rn Remarlis:

5. ls access to the safe and/or vault appropriately
restricted? l-''lYes [lNo Xl l.l¡R P.emarlis:

6. Does a record exists whích identifies who has aôcess
to the safe and/or vault and when changes in access
occur?

n Yes nruo K ru¿n Rernalis;

7. Was the lock combination changed when an excess
number of employees were aware of the
combinatlon, transferred out of the Area, ol no tonger
requires access?

n Yes E ¡¡o E u¡n Remarl;s:

8. ls the safe securety anchored to the building?
l-l Yes f-l ¡¿o trl ru¡R Remarl.:s:

9. Are weekly t¡anemittal reports prepared in
âccordance with depaftmental oolicv? XÌYes []No l_l run Remark,s:

10. ls the weekly transrnittalreport(s) submitted to Fiscat
Management Section (FMS)within five working days
followinq the week covered bv the reoort?

E Yes E ¡¡o nrun Remarks:

DHF 680G (R.v. 09-08) OFf 01ô
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STATEOF CALIFORNIA
BEPARTMENT OF CiILIFORNIA HlGl-fWAY PATROL

INSPECTION PROGRAM
Chapter4
Fiscal Controls

CHP MOUNT SHASTA PAGE ø3/Ø7

Page 2of3

1 1, Does the command submit the following forms
wilh the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteriesi Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaímed Property)
(3) STD 634, Absence and Additíonal Time Worked

Report, for jury duty,
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,T'affic Control Cost Estimate -

Advance Deposit,
f6) Civil subooena.

X ves I tlo E ruin Êemarks:

12, lsa memorandum forcash shortages prepared if
necessaru? XlYes l-l ¡*to l-''l N/A Remalks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? XlYes l-l l.to l-l ¡u¡ Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? lX Yes l-l No l"l ve Rematke:

15. Was a counter recaipt issued for each movie,
wide-load, and specíal event detail(s)? E Yes tr l,¡o X ¡l¡n Remarks: No speoinlevent detêils

were ccrnolotod.

16, Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

! ves n t¡o I NiA Remarksl All ltÊms are contracted
with Appfied Concepts,

17, ls sales tax added to iterns that are not for resale?
k Y"= No l truR Remarks:

18, Are allcounter receipts pre-numbered and issued in
numerical seouence? X Yes [-l No tr ¡l¡n Remarks;

19. Were transfers of counter receipt books/certificates
between fìeld commands reported on a CHP 2664,
Cred¡t Memo - Non- Equipmenl?

E Yes üNo Erun Remarks: No transfers have been
made,

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to suppoÉ expenditure? R Yes l-l ¡,¡o l-l run Remerf(s:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

XlYes ENo [] ¡r¡a RomarKs:

22. fs the ÇHP 264 properly authorized?
X Yes E ¡¡o l-l rurn Remar<s:

23, Does the total amount of cash, receÍpts on hand, and
receipts in transit equaf the total of petty cash and
change funds?

E Yes ü ¡to Eve Remárks;

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
com¡¡ander or deqjg¡1ated pe¡qo¡? _

K Yes I tlo Irun RemarKs:

25, Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? ü Yes E tto Erun Remarlqs: No overeges or shortages

were incurred.

CHP Êê0G (Aov 0+00) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNA I{IGIIWAY PATROL

INSPECTION PROGRAM
Chapter4
Fiscal Controls

CHP MOUNÏ SHASTA PAGE Ø41ø7

Page 3 of3

26- Were change funds used to cash checks, money
orders or cashieritravelers checks? n yes X ¡{o l l l,¡¡n Rernadçl

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

E ves E l.¡o X ¡¡n Remarl<s; the Area does nqt have a
safe. y'rt no point do Àrea funds
exceed lhese litniË,

28, Are all petty cash purchases under $50?
F( Yes Eruo nnn Remarl(s:

29, ls petty cash used to purchase prohibited items?
lJ Yes F4 ¡to l-l ¡uR RemarliE:

30. Did the command circumvent the dollar limitation by
solittino the ourchase? E Yes ñ ¡¡o f''l mln Remarks:

31, ls a petty cash custodian designated by the
comrTander? R Yes l-l ¡,to N N/A Remadls:

CHP EEoG (Êov, 6F4f,) OFI 010
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STAIE OF CALIFORNIA
DEPARTMENT OF CÀLIFORNIA HIGIiI/úAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMËNT

CHP MOUNT SHASTA PAGE ø51Ø7

'101 | Cheoter: 4

MOUnt ShaSta I Norttrern Fiscâl Côntrôls

t, Annie García
I

11t12t2048

INSTRUCTIONS; Thi.s document shall be typed, Checl< appropriate þoxes as neÇessary, or fill in the blanks as indícated. Enter the chapter
numher of the inspection in the Chapter lnspection number, Under "Forward to:" enter the next level of command wheæ the document
shall be routed to and its due date, This document shall be rfilized to document innovative practices, suggestions for stâÎew¡de
improvement, identified deficiencies, corrective actlon p¡âns, and may be used to appeal findings, A GHP 51 Mernorandum may be used if
additional space is requíred.

TYPE OF INSPECTION

E Division Level ffi Command Level

Ú ExecutÌve Otfice Level

n Corrective Action Plan lncluded

Ú Appeallncluded

f] Attacnments lncluded

Follow-up Required:

E Yes I r.to

FÔfWâId tO:

Northern Division

Due Date:

Commander's Signatu re: Date:

Z'z;' a1

lnspector's Comments Reoardinq lnnovative Practices:
None,

I Command Suggestions for Stalg.lvide lmprovement. 
I

None.

-

There were no discrepancies found.

Page 2
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFOR.NIA HIGI.I/VAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

CHP MOUNT SHASTA PAGE Ø6/ø7

Command: 146

Mount Shasta
Division: 101

Northern
Chapter: 4
Fiscal Cont¡ols

hspected by;

Sot. Annie Garcia
Dâtèl

11fi2t2008

Gommandeis Ét

l-]ppector's Comments: ---l

None,

Co rrective Action PlanÆimeline

None.

ÇHP ê80À (RFV. 0Ð-08) Opt 010
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STA-ÍE OF C,ALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PA]ROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

CHP MOUNT SHASTA PAGE ø7¡Ø7

: 148 j Division: 101 I Chapter:

Mount Shasta | ñonnern Fiscal Controls

nsÞeÊted by;

Annie Garcia I lltl2l2008

CHP 6s0A (Rav 09-08) oÞl oto



STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page '1 of 3

Command:

Humboldt
D¡v¡sion:

NoÉhern
Number:

Evaluated by:

M. Larsen, Seroeant
Date:

11-20-2008
Assisted by:

H. Rosendahl, Sergeant
Date:

11-20-2008

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfill intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, ordefìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore,thememorandumshall includeanyfollow-upand/orcorrectiveaction(s)taken, lflhisformisusedasaFollow-uplnspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

f] Division Level I Command Level

tr Off¡ce of lnspections I Voluntary SelÊlnspection

Follow-up
Yes

Required:
Xruo I Follow-Up lnspection

Commander's Sigrylture;

Ø2,./z
Date:

/ L-?/-ñ
For applicable policies, refer to State Administrative
Manual (SAM), HPM'11.1, Chapter4, and HPM'11.2,
Chapter 2.

4//

L ls management actively involved in reviewing and
approving paperwork related to receiving and
preparino collections?

I Yes ENo T N/A Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparino collections?

tr Yes X l.¡o I n¡n Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes i-l tilo l-l nrn Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes l trlo |_l n¡n Remarks:

5, ls access to the safe and/or vault appropriately
restricted? [-l Yes [-l tlo X ru¡N Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

! ves n ¡lo X ru¡n Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

I Yes nruo X n¡n Remarks:

B. ls the safe securely anchored to the building?
l-l Yes |_j trlo X ¡l¡n Remarks:

9, Are weekly transmittal reports prepared in
accordance with deoartmental oolicv? X Yes l_l tto |_l nlR Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered bv the reoort?

X Yes trNo T ru¡N Remarks:

CHP 6B0G (Rev 09-08) OPI 010



Page 2 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTIOÌ{ PROGRAM
Chapter 4
Fiscal Controls

11. Does the comrnand submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteriesi Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Trafíic Control Cost Estimate -

Advance Deposit.
16) Civil subpoena.

I Yes trno E N/A Remarks:

12. ls a mernorandum for cash shortages prepared if
necessary? X Yes Iruo E ruln Remarks:

13 Does the comrnand ensure the information written on
the counter receipt is complete and leqible? X Yes l_l trto [-l Nln Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? lX Yes l-l ruo l-l ru¡n Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? lX Yes l-l trto l-l trun Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

I Yes XNo trvn Remarks: Area does not receive
funds for the fleet items mentioned

17. ls sales tax added to items that are not for resale?
[l Yes I-lno X N¡N Remarks:

18 Are all counter receipts pre-numbered and issued in
numerical sequence? lX Yes I-l tito l-l N/A Remarks:

19. Were iransfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouioment?

n Yes !No x N/A Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support exoenditure? T Yes lNo X N/A Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $'10.00, and on June 30 of each
fiscal vear?

I Yes n ¡lo tr nln Remarks: Except during state budget
cnsts.

22. ls the CHP 264 properly authorized?
X Yes I r.lo l-l vn Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes ! trlo Ivn Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
comrnander or desiqnated person?

I Yes Eruo I ru¡n Rema¡ks:

25 Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? |-l Yes l-'l I'to X N/A Remarks: Accurate to date.

CHP 680G (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

26 Were change funds used to cash checks, money
orders or cashier/travelers checks? [-l Yes X trlo l-l vR Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

fi Yes INo Evn Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l ¡.lo l-l N/A Remarks:

29. ls petty cash used to purchase prohibited items?
[l Yes X tlo Ivn Remarks:

30 D¡d the command circumvent the dollar limitaiion by
splittinq the purchase? l-l Yes X Irlo [-l trlln Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes I ¡to I-l t'¡lR Remarks: OSSI

CHP 6B0G (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
--::::::::::::::::::: ::::::::::::::::::=:::::::::::::
INSTRUCTIONS: This documenl shall be typed Check appropriate boxes as necessary, or fill in the blanks as indicaied, Enter the chapter

numberoftheinspectionintheChapterlnspectionnumber Under"Forwardto:"enterthenextlevel ofcommandwherethedocument
shall be routed to and its due date. This documenl shall be utilized to documenl innovative practices, suggestions for statewide
improvement, identifiecl deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if

additional space is required

Command:

Humboldt Area
lnspected by:

Sergeant Matt Larsen

TYPE OF INSPECTION

I Division Level X Command Level

I Executive Office Level

I Corrective Action Plan lncluded

I Appeal lncluded

I Attachments lnciuded

Follow-up Requtred:

IYes XNo

Forward to:
Northern Divrsion

Due Date: 212012009

Commander's Sig nature.

ì¡Ð 1/'l
|"l-Zir. t t I -/W'l|.c^-

Date:

z f t( !07

Chapter I n'spection :' C hapter :Fo u r - ;Fisca 
I : Contro ls

lnspector's Comments Regardinq lnnovative Practices:

Humboldt Area has not lmplemented any innovatrve practices warranting departmental consideration.
Our superv¡sory stafl is encouraged to evaluate methods which would improve fiscal management,
control, and accountability.

Humboldt Area recommends raising the current reporling requirement for petty cash replenishment from

$10,00 to $5O.OO dollars. This would reduce associated paperwork and ease management of petty cash

funds.

ector's Findi

Sergeant Hal Rosendahl and OSSI Kimberly Holland assisted with completion of this rnspection, They
both share in responsibility and oversight of fiscal managemeni and have a genuine concern for
ensur¡ng related policies and procedures are followed.

CHP 680A (ReY 09-oB) OPI 010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Comrnand:

Humboldt Area
Division:

Northern
Chapter

Four
lnspected by:

Seroeant Matt Larsen
Date:

11t2012008

Commander's Response:

See inspector's findings.

ctor's Comments:

See inspector's findings

Required Action: None required

C orrective Action Plan/Timeline

CHP 680A (Rev 09-08) OPI olo



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

lnspected by

Sergeant Matt Larsen

PfOCeSS: (A;ppeals shatl be filed within five (5),business days of the completed,chapter inspectíon).

Commander's Basis for eal:

Appeal Review/Decision: lrhis shatt be the onty level of n.

CHP 680A (Rev 09-08) OPI 010
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Responding Commandeis Signature (for appeal):
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STATEOF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Command:

Cottonwood
Division: Northern Number: 13'l

Evaluated by:

Lieutenant Todd Morrison
Date:

10t0812008
Assisted by:

Sergea nt Vince Zambrana 10t0812008

INSTRUCTIONS: Answer individual items with "Yes'or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level X Command Level

! Omce of lnspections ! Voluntary Self-lnspection

Lead I nspector's Signature:

1*Lt\w*-
Follow-up Required: I _
!Yes' X ttlo | !rottow-uplnspection

Commander's Signature:

1,*;Uu'-'"'d'"^
Date:

10t0812008
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, andHPM 11.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
oreparinq collections?

X Yes ! I'lo nrun Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

! Yes X tto n ru¡n

Remarks: Respect¡ve personnel (1.e.,

Commander, Office Supervisor and
two sergeants), are trained in this
process. Development of SOP
ouidelines not necessary at this time.

3. Does the command have adequate separation of
duties for collections received? X Yes ll t'to TruN Remarks:

4. Does the command have adequate separation of
duties for the cash receipt orocess? X Yes ll trto l-l tryR Remarks:

5. ls access to the safe and/or vault appropriately
restricted? ñ Yes l-l tto X N/A

No safe or vault on theRemarks:
premises.

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

! Yes n ¡¡o X ¡¡n Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

! Yes nruo X ru¡n Remarks:

8. ls the safe securely anchored to the building?
l-l Yes l-l rr¡o X N/A Remarks:

9. Are weekly transmittal reports prepared in

accordance with deoartmental policv? X Yes [l tlo I t¡¡n Remarks:

10. ls the weekly transmittal report(s) submitted to Físcal
Management Section (FMS)within five working days
followinq the week covered bv the report?

X Yes ! t'lo n nln Remarks:

1

.,tt'
\t'

CHP 680G (Rev. 0908) OPI 01o
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Díscarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subÞoena.

X Yes nruo n rutn Remarks:

12. ls a rnemorandum for cash shortages prepared if
necessary? X Yes l l.lo l-l ruln

Remarks: To date, we have not
experienced anY cash shortages.

13. Does the command ensure the information written on

the counter receipt is complete and leg¡bþ|- X Yes l l.lo l-l ru¡R Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes l trlo ll vn Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? l-l Yes [l ¡lo xl N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

! Yes nNo XruN Remarks:

17. ls sales tax added to items that are not for resale?
[-l Yes l-l trlo lx N/A Remarks:

18, Are all counter receipts pre-numbered and issued in

numerical sequence? lX Yes lruo l--l N/A Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

fl Yes !ruo X ¡l¡n
Remarks: To date, this function has

not been necessary for this
command.

20, ls the STD 439, Disbursernent Voucher, properly
authorized and completed to support expenditure? [-l Yes |_l t,lo X ruIn Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10'00'
quarterly if under $10.00, and on June 30 of each
fiscal year?

! Yes XNo n ru¡n Remarks: Replenishment has been
requested sem¡-annually, due to the
low volume of its use.

22. ls the CHP 264 properly authorized?
X Yes |_l trlo N N/A Remarks:

23. Does the total amount of cash, receipts on hand, and

receipts in transit equal the total of petty cash and

change funds?
X Yes I tlo n ru¡n Remarks:

ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

24
X Yes nruo fl N/A

Remarks: This function is performed
quarterly by the cornmander or
his/her designee.

ZS. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? E Yes nNo X N/A Remarks: To date, we have not

experienced an overage or shortage
of petty cash.

CHP 680G (R6v 09OB) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [l Yes X tlo [-l trt¡R Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

X Yes fl r'¡o ! ru¡n Remarks:

28. Are all petty cash purchases under $50?
X Yes ñ tlo l-l vn Remarks:

29. ls petty cash used to purchase prohibited items?
ll Yes X tlo [-l ¡uR Remarks:

30. Did the command circumvent the dollar limitation by
solittino the ourchase? l-l Yes X l.¡o l-lvn Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes [l ¡¡o l--l vn Remarks:

CHP 680G (R€v 0908) OPI 01o



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

c0mmand;

Cottonwood lF
D¡vision: Northern unapter: Fouf

rnspec¡eo Dy:

Lieutenant Todd Morrison
Date:

10108t2008
::::::::-:-:::=::::::::=::=::::::::::=
INSTRUCTIONS; This docurnent shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonruard to:" enter the next level of command where the documenl
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for stalewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal flndings, A CHP 51 Memorandum may be used if
addit¡onal spac" lsrequired.

TYPE OF INSPECTION

n Division Level I Command Level

! Executive Office Level

n CorrectiveAction Plan lncluded

! Appeal lncluded

fJ Attacnments lncluded

Follow-up Required:

!Yes Xruo

Forward to:
Northern Division

Due Date: 1112012008

ô'

a

ln s Comments Reqardinq lnnovative Practices:

Cottonwood lnspection Facility has not implemented any innovative practices warranting departmental
consideration, Our supervisory staff is encouraged to evaluate rnethods which would improve fiscal
rnanagement, control and accountability,

Command S ions for Statewide lmprovement:

Cottonwood lnspection Facility recommends raising the current reporting requ¡rement for petty cash
repleníshment from $10.00 to $50.00. This strategy would reduce associated paperuork and ease
management of petty cash funds.

It is further suggested that commanders ensure respective managemenUsupervisory staff are actively
involved with all aspects of Area fìscal management to enhance oversight and accountability thereof.

ln 's Findinqs:

Sergeant Vince Zambrana and Office Services Supervisor Diana Hutchinson assisted with completion of
this inspection. They both share in the responsibility of físcal management and maintain a genuine
regard for ensuring related policies and procedures are followed.

CHP 6804 (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIìWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Cottonwood lF
Divis¡on: Northern unapler: Four

lnspected by:

Lieutenant Todd Morrison
Date:

10t10t2008

Commander's

See lnspector's Findings.

s Comments:

See lnspector's Findings.

No correctíve action requíred.

CHP 680AlR€v. 09{6) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Cottonwood lF
Division: Northern çnapler: Four

lnspected by:

Lieutenant Todd Morrison
Date:

10t10t2008

Review/Decision: Íhis shatt be the onlv level of

CHP 6E0A (Rav. 0948) OPI 010

Lead lnspç¡etofs S¡onauJre:- -\/ /r>tJ L1n, * ,",-h ID tD -0fDate

Responding Commander's Signature (for appeal): Date:
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STATF OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page

Command:

NORTHERN
Division:

NORTHERN
Number:

101
Evaluated by:

SUSANNA JENKINS, OSSII
Date:

1111312008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the ins on via the "Remarks" section. Additionally, such

discrepancies and/or deficiencies shall be documented and addressed to the next level of command.

Furthermore, the memorandum shall include any follow ) taken. lf this form is used as a Follow-up lnspection,
s need to be re-inspected.

TYPE OF INSPECIION

tr Division Level X Command Level

n Office of lnspections n Voluntary Self-lnspection

Follow-up Required:
[]Yes XNo n Foltow-up lnspection

/,

uale:

/t-2Q ¿)<,<'

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11,1, Chapter 4, and HPM 11.2,

Chapter 2.
1. ls management actively involved In revtewing and

approving paperwork related to receiving and
oreoarinq collections?

I Yes [ ¡¡o n ru¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

! Yes X tto n ruln Remarks: WE REFER TO HPM 11.1,
CHAPTER 4 AND HPM .11.2,

CHAPTER 11,2

3. Does the command have adequate separation of
duties for collections received? X Yes l-l tilo l-l ru¡n Remarks:

4. Does the command have adequate separation of
duties for the cash receipt orocess? X Yes l-l trlo [-l ruln Remarks:

5. ls access to the safe and/or vault appropriately
restricted? n Yes I t¡o X N/A Remarks: Money is not kept in a

safe.

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

n Yes [] t¡o x N/A Remarks: Money is not kept in a
safe.

7. Was the lock combination changed when an excess
number of employees were aware of the
combinatìon, transferred out of the Area, or no longer
requires access?

n Yes D trto X N/A Remarks: Money is not kept in a
safe.

B. ls the safe securely anchored to the building?
l-l Yes E l.to Xl NIn Remarks:

L Are weekly transmittal reports prepared in

accordance with deoartmental oolicv? X Yes l-l ¡to ¡ N/A Remarks:

'10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered bv the report?

X Yes I t'lo ! N/A Remarks:

CHP 680G (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPEGTION PROGRAM
Chapter 4
FiscalControls

1'1. Does the command submit the following forms
with the weekly transmittal when applicable?

' (1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property ReceipUReport
(Unclaimed Property),

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221,Malicious Damage Report.
(5) CHP 464,-Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subooena.

X Yes n ¡lo n ru¡n Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? X Yes l-l No l-l ruln Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes lNo l-'l ruln Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes l-l no l ruln Remarks:

15. Was a counter receipt issued for each movie,
wide-load. and soecial event detail(s)? X Yes l rrlo I Nln Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

X Yes n ¡lo n Ntn Remarks:

17. ls sales tax added to items that are not for resale?
E Yes Ll No l nre Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes l-l ¡lo l-l rula Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouioment?

X Yes Eruo n ru¡n Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? l-l Yes [--lNo X ruIn Remarks: No occasion to use.

21 . Are the CHP 264, Pelty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes XNo nvn Remarks:

22. ls the CHP 264 properly authorized?
X Yes l--l ruo N N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

X Yes I trlo X N/A Remarks:

24. ls there documentation to supportperiodic reviews of
petty cash and change funds pedormed by the
commander or desiqnated person?

I ves I l.lo E N/A Remarks:

25. Are overages and shortages of the petty cash
funds reoorted to Fiscal Manaoement Sectron? X Yes l-l tlo l-l lrl¡n Remarks:

CHP 680G (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes X ¡lo lvn Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

K Yes [ ¡lo E ru¡n Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l trlo I-l tryn Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes X tlo l-l vn Remarks:

30. Did the command circumvent the dollar limitation by
splittino the ourchase? [l Yes X ¡,,¡o t-lrun Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes [lruo Ivn Remarks:

CHP 6B0G (Rev 09-08) OPI 0'10



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Northern D¡vision: Northern Chapter: 4

lnspected by:

Susanna Jenkins, OSSII
Date:

11113108

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonruard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Level x Command Level

I Executive Office Level

x Corrective Action Plan lncluded

I Appeal lncluded

X Attachments lncluded

Follow-up Required:

trYes xNo

Fon¡lard to:

Due Date: L
Date:

t/ -tê.0{

Chapter.lnspection',),:,;''.' .,,i

lnspector's Comments Reqardinq lnnovative Practices:

None

Command ions for Statewide lm vement:

None

ln 's Findinos:

Division administrative units are complying with existing policies and laws.

Page 2
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Nofthern
D¡v¡sion: Northern Chapter: 4

lnspected by:

Susanna Jenkins, OSSII
Date:

11113108

Cornmander's

I concur with the evaluator's findings,

lns s Comments:

None

None

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

çommano:

Nodhern
Division: Northern Chapter: 4

lnspected by:

Susanna Jenkins, OSSII
Date:

11113108

Appeal Review/Decision: (This shatl be the onty level of

Lead lnsp

)

:ctorlé Siqnature: n .

4l,Ml"4nt,,-4þtnJ'-4
Date: 4 /

// /,)c / zot{
nesoof ìg {.jommander's SiOnaturffor appeal): tDate:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

"Page 1 of 3

Command:

Ukiah Area
Division l

Division
Northern Number:

'150

Evaluated by:

Serqeant D. l. Tafel, #12222
Date:

11t1012008
Date:

ññ;;,Ã;:;;;;il;;"*;;";il;;;;;;:";.;;;;ñ;;;;;ñ;;;::
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore,thememorandumshall includeanyfollow-upand/orcorrectiveaction(s)taken. lfthisformisusedasaFollow-uplnspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

I Division Level X Command Level

E Office of lnspections n Voluntary Self-lnspection

Lead lnspector's S¡gnature:

Follow-up Required:
E Yes X ¡¡o ! follow-Up lnspection

Commander's Signature: Date:

1111712008

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapier 4, and HPM 11.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
oreoarino collections?

I Yes I t¡o E ruln Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

X Yes E ¡lo Ivn Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes l-l trlo l-l N/A Remarks:

4. Does the command have adequate separatron of
duties for the cash receiot orocess? I Yes l-l l.lo [-l ru¡n Remarks:

5. ls access to the safe and/or vault appropriately
restricted? l-l Yes l-l rrlo X N/A Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

E Yes f] Irto X ¡r¡n Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

I Yes E t¡o X N/A Remarks:

B. ls the safe securely anchored to the building?
l-l Yes [-l I'to X ruIN Remarks:

9. Are weekly transmittal reports prepared in
accordance with deoartmental oolicv? X Yes E l,lo l-l ru¡n Remarks:

10, ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered bv the report?

X Yes n ¡lo T N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Traffic ControlCost Estimate -

Advance Deposit.
(6) Civil subpoena,

X Yes INo [] ru¡n Remarks:

12. ls a rnemorandum for cash shortages prepared if
necessarv? X Yes I tto l-l vn Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes l-l tlo I-l vn Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes nruo l-l vn Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes l-l tito l-l N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

X Yes E t'lo I ru¡n Remarks:

17. ls sales tax added to items that are not for resale?
X Yes l-l tlo l-l vR Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes l-l ruo [l ruIN Remarks:

19, Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eournment?

X Yes ENo T ru¡n Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes [-l tilo E ru¡n Remarks:

21. Are the CHP 264, Pelly Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes E tlo T ¡¡IN Remarks:

22. ls the CHP 264 properly authorized?
X Yes l-l rrlo N N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes nruo Xvn Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes nruo E ruln Remarks:

25 Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? X Yes l-l lilo E ru¡n Remarks:
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INSPECTION PROGRAM
Chapter 4
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26. Were change funds used to cash checks, money
orders or cashier/travelers checks? tr Yes X tr¡o f] N/A Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes nruo T ru¡n Remarks:

28. Are all petty cash purchases under 950?
X Yes I tto tr ruln Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes X lrlo l-l vn Remarks:

30. Did the command circumvent the dollar limitation by
splittino the purchase? E Yes X t'lo tr ru¡n Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l No l-l tir¡R Remarks:

CHP 6B0G (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

*fi ñ;;;:n;;;*,;;;;i,*,;;;*;*;;ã;;;*;;,;ìu"-*-"-o-n*;;;-;,**""n"ø",
number of the inspection in the Chapter lnspection number. Under "Fonvard lo:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifled deficlencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

I Executive Office Level

tr Corrective Action Plan lncluded

I Appeal lncluded

X Rttachments lncluded

Follow-up Required:

!Yes Xruo

Forward to:
Northern Division

Due Date: 1112012008

Commander's Signature: Date:
11117 t2008

Chapter lnspection:

lnspector's Comments Reqardinq lnnovative Practices:

Ukiah Area's Fiscal Control policies and procedures were very well organized.

Command Suqqestions for Statewide lmprovement:

None

n r's Findinqs:

As stated above the Ukiah Area's Fiscal control policies and procedures were very well organized. No
d iscrepancies were found.

CHP 680A (Rev 09-08) OPI 010
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SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL (j

COMMA]'¿D INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Ukiah
Divisron:
Northern Division

Cliapter:
4

lnspected by:
Serqeant D L Tafel. #12222

Dale:
11t1012008

Commander's Resþonse:

Commander acknowledges and does not dispute the auditors'findings.

NS r's Comments:

None

Required Action

Corrective Action Plan/Timeline

No corrective action required

Not Applicable

A al Review/Decision. ffhis shatt be the only levelof

Not Applicable

11t1712008

11t17 t2008

s Signature (for appeal):
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1 of 3

Command:

ALTURAS
Division:
NORTHERN

Number:
170-05-08

Evaluated by:

ACT, SGT. MIKE NARDONI
#11285

Date:

1012912008

Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or f ll in the blanks as indicated Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
TUf r.fref rilof cr rf re f ileriluranoum snail tnctuoe any loilow-up ano/or correcltve acuon(sJ raKeil. il r

the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected
s

/

I Division Level X Command Level

n Of¡ce of lnspections tr Voluntary Self-lnspection

Follow-up Required:
!Yes Xruo tr Follow-Up lnspection

Date:

It 1.öø
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 1'1.2,
Chaoter 2,

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
oreoarino collections?

X Yes Iruo E Nln Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

X Yes ENo n nln Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes E ttto trrun Remarks:

4. Does the command have adequate separation of
duties for the cash receiot orocess? X Yes |_lNo l-l rvn Remarks:

5. Is access to the safe and/or vault appropriately
restricted? X Yes Iruo I ruln Remarks: LOCK BOX lS lN A

LOCKED DRAWER.

6. Does a record exists whrch identifies who has access
to the safe and/or vault and when changes in access
occur?

X ves INo I Nln Remarks:

7 . Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

tr Yes nruo XNn Remarks: THE LOCK ON THE
LOCK BOX IS SECURED WITH A
KEY.

B. ls the safe securely anchored to the building?
E Yes ENo X ¡l¡n Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental oolicv? X Yes l-l ruo fl vn Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered bv the report?

X Yes fruo tr ru¡n Remarks;

Furthermore,thememorandumshall includeanyfollow-upand/orcorrectiveaction(s) taken. lfthisform suseda.rg,Follow-uplnspection,

CHP 680G (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Baiterie's/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,TrafÍic Control Cosi Estimate -

Advance Deposit.
(6) Civil subooena.

X Yes nNo T ru¡n Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? X Yes l--l No E nin Remarks:

13. Does the command ensure the information written on
the counter receiot is complete and leqible? X Yes E ¡lo l-l vn Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes I-l t,lo l-l rvn Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [l Yes l-l ¡lo X N¡n Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes I ¡'lo I Nln Remarks:

'17. ls sales tax added io items that are not for resale?
|_l Yes X tlo n Nln Remarks:

'18. Are all counter receipts pre-numbered and issued in

numerical sequence? X Yes Eruo l-l Nln Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

E Yes Xruo tr ruln Remarks: THE TRANSFER OF A
RECEIPT BOOK WAS
DOCUMENTED WHEN THE
TRANSFER OCCURRED/THE
TRANSFER WAS CORRECTED ON
A CHP 2664 ON 10-29-2008.

20. ls the STD 439, Disbursement Voucher, properly
authorized and comoleted to suooort exoenditure? [-l Yes f-l ruo X ruln Remarks:

21. Are the CHP 264, PeIIy Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes ENo I Ntn Remarks:

22. ls the CHP 264 properly authorized?
X Yes flNo fl vn Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

X Yes nNo [ ruln Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes !No X nln Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? ! Yes fl ruo Xvn Remarks:

CHP 680G (Rev.09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPEGTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes X ¡lo l-l ruln Remarks:

27 . Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

[] Yes [] ttlo E ruln Remarks:

28. Are all petty cash purchases under $50?
X Yes Eruo l-l run Remarks:

29. ls petty cash used to purchase prohibited items?
I Yes Xruo INn Remarks:

30. Did the command circumvent the dollar limitation by
solittino the ourchase? l-l Yes Xruo l-l run Remarks:

31. ls a petty cash custodian designated by the
commander? X yes l-l ruo [-l vn Remarks:

1,.ì tr'"fil
ìt' '¡
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

fv\ Àfrrlol rr),Dt/

Command:

ALTURAS
Division:
NORTHERN

Chapter:
4

lnspected by:
R M NARDONI #11285

Date:
02-13-2005

:::=-:::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to j' enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additional space is required,

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level

! Corrective Action Plan lncluded

! Appeal lncluded

! Rttachments lncluded

Follow-up Required:

X Yes X t¡o

Fon¡vard to: ?"yy1:'tn^y* -(- Date:

L,/? 'O7
Due Date:

ChapteÈ lnsþectiori:

lnspector's Comments Reqardinq lnnovative Practices:

N/A

Command S stions for Statewide lmprovement:

N/A

n or's Findinos.

THE ALTURAS AREA DOES NOT HAVE A SAFE OR VAULT TO SECURE PETry CASH. THERE IS

A LOCK BOX THAT IS SECURED IN A LOCKED DRAWER WITH LIMITED ACCESS BY OSSl (K.

KNAUSS) AND OA (1. MTNTO). THE LOCK BOX tS SECURED WITH A KEY LOCK AND NOT A
COMBINATION LOCK. THE ALTURAS AREA MAINTAINS $2O.OO IN THE CHANGE FUND AND

$2OO.OO IN PETTY CASH. ALL CASH IS SECURED IN A LOCKED DRAWER. $2O,OO CHANGE HAS
BEEN PROVEN TO BE AN APPROPRIATE AMOUNT OF CASH TO KEEP ON HAND THROUGH
MANY YEARS OF SERVICE TO THE PUBLIC. DURING THE CHAPTER 4 INSPECTION WE
LEARNED THAT A COUNTER RECEIPT BOOK #827156 WAS SHIPPED TO THE SUSANVILLE
AREA OFFICE ON 1O-03-2OOB. DURING THE INSPECTION WE ALSO LEARNED THAT A CHP 2664
WAS REQUIRED FOR THE COUNTER RECEIPT BOOK TRANSFER. OSSl (KNAUSS)
COMPLETED AND SUBMITTED THE CHP 2664 IMMEDIATELY.

CFIP 6a0A (Rev o9-oB) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

lnspected by:
R.M NARDONI #11285

Commander's Response:

The petty cash and change fund are secure and have not had any incidence of unwarranted access.

The 266A credit memo was properly secured to repod the transfer of receipt book #827156 to Susanville

Area.

r's Comments.
THE ALTURAS AREA MAINTAINS ACCURATE SECURE RECORDS IN REGARD TO FISCAL

CONTROLS. IN ADDITION THE AREA ALSO HOLDS AN OUTSTANDING RECORD OF

MAINTAINING SECURE PETTY CASH FUNDS. THE AREA IS ALSO QUICK TO MAKE

ADJUSTMENTS AND CORRECTIONS WHEN REQUIRED.

Alturas Area will ensure future transfers of inventoried items are accompanied by a 2664 credit memo

before leaving the facility. No corrective action is required.

CHP 680A (Rev 09-oB) OPI o'lo



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HlGl-lVt/AY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Comrnand:
ALTURAS

D¡v¡s¡on:
NORTHERN

Chapter:
4

lnspected by:
R.M, NARDONI #11285

Date:
02-1 3-2009

cL.l4 -7úLead lnspector's S¡gnature:

Responding Commander's Signature (for appeal):
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Command:

Crescent Citv
Division:
Northern

Number:

Evaluated by:

S.R. Jennings, #15913, Officer
Date:

11t0512008
Assisted by: Date:

STAIE OF CALIFORNIA
DEPARTMEN.T oF CALIFoRNIA HIGHWAY PATRoL

INSPECTION PROGRAM
Chapter 4
FiscalControls

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfìll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or def ciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

n Division Level I Command Level

n Of¡ce of lnspections tr Voluntary Self-lnspection ---)a.;-
- Vr.,?¡ S

Lead lnspector's S

Follow-up Required:
E Yes X tto n Follow-Up lnspection

,"^^.r:;:Z Date:
11t05t2008

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperurork related to receiving and
oreoarino collections?

X yes E rt¡o E ru¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preoarinq collections?

n Yes X Irto n ruln Remarks: Staff utilizing HPM's for
Guidance

3. Does the command have adequate separation of
duties for collections received? X Yes l-l tto l-l ru¡n Remarks:

4. Does the command have adequate separatron of
duties for the cash receipt process? X Yes l-l trlo l-l ru¡n Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes l-l ruo l-l ru¡n Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes fl l.lo n ruln Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

E Yes f] l,lo Xvn Remarks:

8. ls the safe securely anchored to the building?
l-l Yes f-l tr¡o X N/A Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental oolicv? X Yes fl l',lo l-l vn Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscat
Management Section (FMS) within five working days
followinq the week covered bv the report?

X Yes nruo n ruln Remarks:

CHP 680G (Rev 09-08) OPI 010



Page 2 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

'11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Traf'fic Control Cost Estimate -

Advance Deposit.
(6) Civil subpoena.

X Yes E ¡lo E ¡l¡n Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? l-l Yes l-l tilo X N/A Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes l-l Irlo l-l vn Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes nruo l-l N/A Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes l-l tlo l-l N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes nruo n N/A Remarks:

17. ls sales tax added to items that are not for resale?
X Yes [-l ¡lo f-l trl¡R Remarks:

18. Are allcounter receipts pre-numbered and issued in
numerical sequence? X Yes nruo n ruln Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

n Yes I tlo X Nln Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to suoport expenditure? n Yes nruo X N/A Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes n ¡lo n ruln Remarks:

22. ls the CHP 264 properly authorized?
X Yes nruo n nla Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes nruo n ¡¡¡n Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes nruo [] ru¡n Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? lX Yes l-l l.lo TI N/A Remarks:

CHP 680G (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI_IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? I Yes X tr,lo l-l rryn Remarks:

27. Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

X Yes n ¡¡o n ru¡n Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l tilo [] ¡lln Remarks:

29. ls petty cash used to purchase prohibited items?
[-l Yes X Irlo I-l vn Remarks:

30. Did the command circumvent the dollar limitation by
splittinq the purchase? l-l Yes X tlo n ¡¡ln Remarks:

31. ls a petty cash custodian designated by the
commander? lX Yes l-l lr,lo l-l lrllR Remarks:

CHP 680G (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill ìn the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deflciencies, corrective action plans, and may be used to appeal findings, A CHP 51 Memorandum may be used if
additional space is required.

uommano:

Crescent Citv
Divis¡on;
Northern

Chapter:
4

lnspected by:

S.R. Jennings, #15913, Officer 1110512008
teDa

TYPE OF INSPECTION

J Division Level X Command Level

tr Executive Office Level

T
tr
u

Corrective Action Plan lncluded

Appeal lncluded

Attachments Included

Follow-up Required:

X Yes X Itlo

Fon¡yard to:
Northern Division

Due Date: 1111012008

Date:
1110512008

Chapter lnspection:

lnspector's Comments Regarding lnnovative Practices:

None noted.

Command S for Statewide lmprovement:

No suggestions for improvements.

I 's Findinqs:

The Crescent City Area was found to be in compliance with the State Administrative Manual (SAM),
HPM 11.1, Chapter 4, HPM 11.2, Chapler 2. Although no specific area SOP exists to provide guidelines
for overall management and accountability of receiving and preparing collections, the OSSI and OAll
were found to be utilizing HPM 11.1 and HPM 11.2for guidance.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Crescent Citv
ulvtston:
Northern

Chapter
4

lnspected þy:

S.R. Jennings, #15913, Officer
Date:

11105t2008

Cornmander's

lnspector's Comments:

The Crescent City Area was found to be within CHP policy in regards to Fiscal Controls.

Required Action

Corrective Action PlaniTimeline

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Gommand:

Crescent Citv
D¡vis¡on:
Northern

Chapter:
4

lnspected by:

S.R. Jennings, #'15913, Officer
Date:

1110512008

I Review/Decision: (This shail be the onty tevet of appeatl.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNLq
DEPARTMENT OT' Cru-I'TONruN HIGI-ÍWAY PATROL

¡NSPECTION PROGRAM
Chapter 4
FiscalControls

Command:

Red Bluff
D¡V¡S¡on:

Northern
Number:

4
Evaluated by:

B. Waltman, #A13004
Date:

11104108
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only deflcient items need to be re-inspected.

TYPÊ OF INSPECTION

! Division Level X command Level

f] Of¡ce of lnspections ! Voluntary Self-lnspection Tetn
Follow-up Required:
I Yes X r,¡o I Follow-Up lnspection

Commander's Sionatuæ:*":ilz."'",1,^*H_ Date:

,, /s /-s
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preparinq collections?

X Yes n ¡lo n ruln Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and oreparino collections?

! Yes X tlo nrun Remarks: Command follows HPM
11,2.

3. Does the command have adequate separation of
duties for collections received? X Yes l-l tto |-lrun Remarks:

4. Does the command have adequate separation of
duties for the cash receipt orocess? X Yes [l Irto l-l N/A Remarks:

5. ls access to the safe and/or vault appropriately
restricted? l-l Yes l-l ruo XruN Remarks:

6. Does a record exists which identifìes who has access
to the safe and/or vault and when changes in access
occur?

n Yes Eruo x N/A Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

n Yes nNo X N/A Remarks:

8. ls the safe securely anchored to the building?
l-l Yes [-l tto XruN Remarks:

L Are weekly transmittal reports prepared in
accordance with deoartmental oolicv? X Yes [-l trlo TI NiA Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within fìve working days
followinq the week covered bv the report?

X Yes !No n N/A Remarks:

CHP 680G (Rev 0948) OPI 010



Page 2of3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Propedy ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subpoena.

X Yes nruo n ru¡n Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes [lruo [I N/A Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes [-l trlo ll ru¡n Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes ñruo l u¡n Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [-l Yes l-l t'to X ruIn Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes nruo nrun Remarks:

17. ls sales tax added to items that are not for resale?
X Yes l-l l.lo l-l vn Remarks:

18. Are allcounter receipts pre-numbered and issued in
numerical seouence? X Yes l--l tlo l-l vn Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouioment?

I Yes fl t¡o n N/A Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [l Yes [-l t',lo X ¡¡¡n Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscalvear?

X Yes ENo nun Remarks:

22. ls the CHP 264 properly authorized?
X Yes l-l No l-l lvn Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes n ¡.lo n ru¡n Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated oerson?

X Yes n f'¡o n N/A Remarks: File cabinet #1 , top drawer
filed under audits.

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? X Yes l-l trto l-l N/A Remarks:

CHP 680G (Rev. 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

Page 3 of 3

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? E Yes lX tto l ru¡n Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X yes I tlo ! ru¡n Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l tto [-l t'vR Remarks:

29. ls petty cash used to purchase prohibited items?
[-l Yes X rrlo fl run Remarks:

30. Did the command circumvent the dollar limitation by
splittinq the purchase? ll Yes X tlo ll tiuR Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes [-l lr,lo lvn Remarks:

CHP 680G (Rev, 09-08) OPI 010



ôTATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Red Bluff
Division:

Nofthern
Chapter:

4
lnspected by:

OSSI B. Waltman, #413004
Date:

11l4lO8

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Foruard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifled defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

n
n
n

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

!ves X No

Fon¡vard to:

Due Date:

Commander's Signature:

,/ll.¿*:
Date:

11t5t08

lnspector's Comments Reqardinq lnnovative Practices:

Command ns for Statewide I ment:

ln 's Findinos:

Area is in compliancewith policy and procedure as provided in HPM 1'1.1 and HPM 11.2.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMEI'IT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Red Bluff
Division:

Northern
Chapter:

4
lnspected by:

OSSl B. Waltman, #413004
Date:

11t4t08

Commander's Res

Area maintains proficient fiscal controls and is in compliance with mandates associated with this chapter
inspection.

lnsþector's Comments:

CHP 6804 (Rev 09-08) OPI 010



. STATE OF CALIFORNIA
DEPARTI\/IEÀIT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

uommand:

Red Bluff
D¡v¡s¡on:

Northern
Chapter:

4
lnspected by:

OSSI B. Waltman, #413004
Date:

11t4t08

I Review/Decis¡on: Íhis shatt be the onlv leve!of

Lead lnspector'g Signature:

lfrrut^ ú)^ /¿;* -
Date:

/ /- f -r,6
Respond-rng Commander's Signatu re (for appeal) : Date:

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1of 3

Command:

Trinitv River
Divis¡on:

Northern
Number:

175
Evaluated by:

Joe Micheletti
Date:

11t1012008
Assisted by: Date:

=::::::::::::::::::::::::::::::::::::::::=::::::::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, ordefìciencies noted in the ins on viathe "Remarks" section. Additionally, such

discrepancieõ and/or deficiencies shall be documented and addressed to the next level of command.

Furthermore, the memorandum shall include any follow ) taken. lf this form is used as a Follow-up lnspection'

the "Follow-up lnspection" box shall be marked and only deficient items need to be re-ins

! Division Level X Command Level

n Otfice of lnspections n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
! Yes X tlo n Follow-Up lnspection

rander's Signature:

4;-ø
Date:

1111012008

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11'2'
Chapter 2.

1. ls management actively involved in reviewing and

approving paperwork related to receiving and
oreoarinq collections?

X Yes tr tlo n ruln Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines

for overall management and accountability of
receivinq and preparing collections?

X Yes XNo n ruln Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes fl No fl Mn Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes l-l t'to N N/A Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes f-l ruo n ruln Remarks:

6 Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes ENo tr ¡¡le Remarks:

7, Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

X Yes ENo E ruln Remarks:

8. ls the safe securely anchored to the building?
X Yes l-l trto l-l rula Remarks:

9. Are weekly transmittal reports prepared in

accordance with departmental policy? X Yes l-l trlo T] N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered by the report?

X Yes nNo nvn Remarks:

CHP 680G (Rev 09-08) OPI 010
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STAIE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed ProPertY).
(3) STD 634, Absence and Additional Time Worked

Report, for jurY dutY.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traflic ControlCost Esttmate -

Advance DePosit.
(6) Civil subpoena.

X ves nno E ruln Remarks:

12. ls a memorandum for cash shortages prepared if

necessary? X ves nNo n ru¡n Remarks: This has never occurred;

however, if it did, a memo would be

completed

'13. Does the command ensure the information written on

the counter receipt is complete and legible? X Yes l-l tlo l-l rrlln Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes l--l ruo l-l ruln Remarks:

15. Was a counter receipt issued for each movie,

wide-load, and special event detail(s)? X Yes l-l trto l-l N/A Remarks:

16. Was each counter receipt issued for each sale,

including the sale of discarded tires, junk batteries'
used rotors, and other cash received?

X Yes ENo I ruln Remarks:

17Js sales tax added to items that are not for resale?
X Yes l-l lrlo N N/A Remarks:

18 Are allcounter receipts pre-numbered and issued in

numerical sequence? X Yes l-l t'lo l-l llln Remarks:

'19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664'
Credit Memo - Non- Equipment?

I Yes nNo X ru¡n Remarks:

20. ls the STD 439, Disbursement Voucher, properly

authorized and completed to suppp{ çIpg¡!.[!Ie?- X Yes l-l No I ruln Remarks:

21. Are the CHP 264,Pelly Cash Replenishment
Requests, completed at least monthly if over $10 00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes INo n N/A Remarks:

22. ls the CHP 264 properly authorized?
X Yes l-l ruo l-l tiyR Remarks:

23, Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and

chanqe funds?
X Yes INo E ru¡N Remarks:

24. ls there documentation to support periodrc reviews of
petty cash and change funds performed by the
commander or designated Person?

X Yes nNo n N/A Remarks:

ZS. nre overages and shortages of the petty cash
funds reported to Fiscal Management Section? X Yes l-l ruo l-l ¡l¡n Remarks:

CHP 680G (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes X l.lo l-l Nln Remarks:

27 . Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes nNo E ru¡n Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l trlo l-l vn Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes X tlo [] Nln Remarks:

30. Did the command circumvent the dollar limitation by
solittino the ourchase? n Yes X t¡o f-l ruin Remarks:

31. ls a petty cash custodian designated by the
commander? lX Yes l-l ruo N N/A Remarks:

CHP 680G (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
numberoftheinspectionintheChapterlnspectionnumber, Under"Forwardto:"enterthenextlevel ofcommandwherethedocument
shall be routed to and its due date, This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans, and may be used to appeal findings A CHP 5'1 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

I Executive Office Level

n
n
T

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

I Yes Xn ruo

Forward to:

Due Date:

Commander's Signature:

Chäptér:lhSpêction:

lnsoector's Comments Reoardino lnnovative Practices:
Trinity River is a small command. One innovative practice
commander and staff to ensure policy and procedures are
identify any potential problems before they arise.

is the daily interaction between the
being followed. This allows Area to quickly

Command estions for Statewide lmorovement:
The current fiscal controls in place work well and allows Area to efficiently audrt it's operations. This
results in sound fiscal practices that are wiihin established guidelines.

lnspector's Findi S

The Trinity River Area conducts all fiscal transactions within established policies. The commander takes
an active role to make sure these policies are followed.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA. DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2
nspected by: Joe Michelettì

Commander's Response:
None.

ln s Comments:

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:
',lztn,,rq fir.^

Division:1

É\ -/^-n::-

Chapter:.l
lnspected by;

,l3a '4...,-.-ta:z-
Date:

z- '/,'¿. ,/r'+

Review/Decision: (fhis sha// be the only level of
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State ol'Calilornia

Memorandum

Date: November 27,2008

To: Northern Division

lJusrness, I ranspOrtatlolì and Èlotlslltg Agenc)/

From: DEPARTMENT OF CALIFORNIA HIGIIWAY PATROL
Yreka Area

File No.: 145,10808.08 020

Subject: YREKA AREA CFIAPTER FOUR INSPECTION (FISCAL CONTROLS) -
EXCEPTI ONS DOCUMENT RES OLUTI ON

The purpose of this memorandum is to provide certification of lesolution regarding the Chapter

Four Inspection performed on October 30, 2008. Specificaliy, the Exception Document

recommãndation to develop Area Standard Operating Procedures addressing overall fiscal

management responsibility has been completed.

Please do not hesitate to contact me at (530) 841-6006 if you have any questions regarding this

matter.

CHP 51WP (Rev 11-86) OPI 076
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1of 3

Command:

Yreka
Divis on

Northern
Number:

145
Evaluated by:

Sqt Tim Lawson, #12051
Date:

Oct 30, 2008
Assisted by:

OSSI C. Sempronio, #413017
Date:

Oct 30, 2008

::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated, Any discrepancies with policy,

appllcable legal statues, or deficiencies noted in the ins on via the "Remarks" section. Additionally, such

discrepancieõ and/or deficiencies shall.be documented and addressed to the next level of command'

Furthermore, the memorandum shall include any follow ) taken. lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level pCommand Level

X Of¡ce of lnspections E Voluntary Self-lnspection

Lead lnspector's Signature:

Required:' 
.No

lr:ro.+Ê,Dse
E follow-Up lnspection

Commander's 6iqnature:-tr)a\
\-.d-- -¿/ )\

Date:

Oct 30, 2008

For applicable þolicies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 1'1.2,

Chapter 2.

Q\
1. ls management actively involved in reviewing and

approving paperwork related to receiving and
nranarino colleetions?

ffi Yes !No ! ¡r¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines

for overall management and accountability of
receivinq and preparing collections?

tr Yes ENo tr ¡un
Remarks: Current SOP identifies
collection responsibilities but does not
provide details regarding overall
management and accountabilitY,

3. Does the command have adequate separation of
duties for collections received? XlYes l-l l,'lo l-l N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? l7lYes l-l No l-l Nln Remarks:

5. ls access to the safe and/or vault appropriately
restricted? E Yes l-l No E N/A

Remarks: Area does not Possess a

safe.

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes trNo Kva Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

I Yes INo Kva Remarks:

8. ls the safe securely anchored to the building?
l-l Yes l-l rrlo M N/A Remarks:

9. Are weekly transmittal reports prepared in

accordance with departmental policy? E Yes l-l tto fl N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered by the report?

ffi Yes nruo I N/A

Remarks: Weekly transmittals are

submitted the fourth workday of each
week.

CHP 680G (Rev 09-08) OPI 0'10
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Chapter 4
Fiscal Controls

'11, Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Propefty ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
16) Civil subooena

n Yes ENo n ruln

Remarks:
(1) Junk tires are a contractual item
and not sold Junk batteries are
returned/exchanged at the small
business for replacement batieries.
Used rotors are donated to a local
repair facility (Tanner Towing,
Grenada)
(2) Unclaimed property is either
donated to charity, turned over to an
allied agency for auction, or
forwarded to supply services w/in
departmental policy
(3) Currently, only jury duty summons
sent with transmittal.

12. ls a memorandum for cash shortages prepared if

necessarv? lxlYes l-l rr¡o l-l N/A Remarks:

13. Does the command ensure the information written on

the counter receipt is complete and legible? lZ Yes l-l t¡o [l ruIN
Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? lXlYes l-l t,lo l-l ruin Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [Xl Yes l-l ¡lo nrun Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

ffi Yes E trlo n ru¡n

Remarks: (Refer#1 '1 above)

17. ls sales tax added to items that are not for resale?
K Yes l-l tlo I ruln Remarks:

18. Are all counter receipts pre-numbered and issued in

numerical sequence? p Yes I f'¡o Ivn
Remarks: lf a receipt is inadvertently
"skipped" the next issued receipt will
utilized the skipped number

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

I Yes INo Evn
Remarks: No transfer of receiPt
books/certificates has occurred

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to suppoft expenditure? l-l Yes l-l ruo lXl vn

Remarks: Has been no need to
uiilize the STD 439.

21. Are the CHP 264, Pe|ty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

ffi Yes nruo tr NiA Remarks:

22. ls the CHP 264 properly authorized?
M Yes l-l l.to l--l N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

K Yes I tto nvn
Remarks: OSSI Sempronio
developed a spreadsheet to track this
procedure Reconciliation is done
utilizino the Excel spreadsheet

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desionated person?

ffi Yes I trto tr ruln

Remarks: Quarterly reports/audits are

completed.

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? E Yes [-l tlo [-l nrn

Remarks: None have occurred within
the past year
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26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes lÍ tto l-.1 ru¡n Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

E Yes ENo IJva
Remarks:
Change Fund = $20.00 max.
Patty Cash Fund = $200.00 max

28. Are all petty cash purchases under $50?
E Yes l-l tlo l-l N/A Remarks:

29. ls petty cash used to purchase prohibited items?
[-l Yes lX t¡o l-l vn Remarks:

30. Did the command circumvent the dollar limitation by
solittino the purchase? f-l Yes lX l,lo l-l N/A Remarks:

31. ls a petty cash custodian designated by the
commander? fl Yes nruo fl N/A

Remarks: Recently assigned to OAll
L. Terry due to pending OSSI
transfer.
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Yreka
Division:

Northern
Chapter

4
lnspected by:

Serqeant T. Lawson , #12051
Date:

10/30/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnipection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified de¡ciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional is required.

TYPE OF INSPECTION

f Division Level X Command Level

tr Executive Office Level

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

x
T
tr

Follow-up Required:

X Yes I l'¡o

Forward to:
Northern Division

Due Date: 11120108

ure:
t--

¡t7Z-4'7rf.-Urzta- fur'^

Commandçr'

.4r
Chapter lnspection:

lnspectorb Comments Regarding lnnova'!1yq Practices:

has been in place for approximately six months and is expected to be discontinued in the near future at

the request of the tow operation. Érior to this practi re used rotors were discarded at the local waste

disposãl site. There is currenfly no interest by an outside entity to pay a fee for the procurement of used

rotors. per Mr. paul Scholl at Fleet Operations Section, the current practice is acceptable. ln an effotl

to improve accountability, effective immediately, all donated or discarded rotors will be documented on a

CHp 265 (Sale of Discaided Tires/Junk Batteries/Used Rotors) form. A signature by the person or entity

accepting the used rotors will be obtained whenever practical.

Fiscal controls: Overall management and accountability regarding fiscal controls are in place and

functioning in accordance with expectations and deparlmental policies. Current Area Standard

operating procedures (Sop); however, does not provide specific details regarding overall fiscal

management and responsibílity. Sop simply addresses collection responsibilities'
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Command:

Yreka
Division:

Northern
Chapter:

4
lnspected by:

Sqt T. Lawson, #12051
Date:

10/30/08

Commander's R

Þ>*. C-ssev> 'Tb 34Ã

T>-€ \z-l.o.f-a

\-.*ç5qs¡ ur ["o

Required Action

Corrective Action Plan/Timeline

(1) lt is recommended that Area develop SOP addressing overall fiscal management responsibility
prior to December 31,2008.
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Command:

Yreka
Division:

Northern
Chapter:

4
lnspected by:

Sqt T. Lawson, #12051
Date:

10/30/08

Lead lnspector's Signatu
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